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An orientation to the
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importance Of caringfor Why do collections deteriorate?

. . Where do | start?
llbl‘al’y and arChlval What is involved in preserving collections?

materials Self-Testing Question

Who should be responsible for preservation?
Course Content Assignment
Course Home Printed Resources
Online Resources
Periodical and Serial Publications

What is preservation?

A wide range of institutions and individuals are
responsible for the care of cultural collections. Libraries,
archives, record centers, museums, historical societies,
and private collectors hold a variety of materials in
different formats and media types. Virtually all are prone
to natural deterioration over time.

The terms "preservation" and "conservation" are
sometimes confused. The American Institute for
Conservation (AIC) defines preservation as:

"The protection of cultural property through activities
that minimize chemical and physical deterioration and
damage and that prevent loss of informational content.
The primary goal of preservation is to prolong the
existence of cultural property.".

Conservation is a more specific term, referring to the physical treatment of
individual items, usually after some damage has occurred. Preservation is a

1of 13 8/9/06 11:17 AM



Week 1: What Is Paper Preservation http://www.nedcc.org/pl01cs/lessonl.htm

broader term, concerned with reducing or preventing damage in order to extend
the life expectancy of collections. How can this be accomplished?

Many of you have seen items in your
collection that are fragile or brittle,
faded or discolored, broken,
unusually spotted, or sticky. You might
ask "when did the damage occur?
what caused it?" More importantly,
"how could it have been prevented?"
Often such questions have no single,
concrete answer. The causes of
collection deterioration are varied and
Iron gall ink can be so acidic that it "burns” sometimes complex; they include
through a paper sheet. poor manufacture, improper storage,
rough handling, and pests.

Why do collections deteriorate? Why is
preservation important?

We need to start building an understanding of deteriorating collections so that
we may begin thinking about steps that can be taken to preserve them.

One reason collections deteriorate is "internal or inherent vice," caused by
weakness in the chemical or physical makeup of an object introduced during its
manufacture. This is the fundamental problem you face as you begin to
consider the preservation of collections.

For example, papers composed of
wood pulp may turn yellow and brittle
in just a short period of time. Some
adhesives will dry out and fail, while
others may discolor and turn into a
sticky mass. Old writing inks may
seem to burn through a paper sheet,
or, they may have faded and become
illegible. Audio tapes become sticky
and unplayable. Photographic prints
can fade or become yellowed and

brittle; and photographic films can Scrapbooks present many preservation

it ’ q b tted challenges. Treatment can be expensive. Start
emit an odor, or be wavy Pr Spotied. by simply boxing to provide better physical
These problems are due in part to protection.

internal vice, and they affect all types
of collections--those in private homes to those in large institutions. For example,
did you know that roughly 33% of all research collections in academic libraries
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are embrittled to some degree and that many items are damaged beyond the
point of safe use?

There are, of course, a number of other contributors to collections deterioration,
which can be labeled "external agents of deterioration." They include: physical
handling, theft, vandalism, fire, water, pests, pollutants, light, and uncontrolled
temperature and relative humidity (RH).

These are risks that can be reduced or prevented by identifying, monitoring, and
controlling them. You may not be able to do away with internal vice, but you can
slow the rate of deterioration and/or avert damage by controlling external risks.
AIC defines preventive conservation as:

"The mitigation of deterioration and
damage to cultural property through
the formulation and implementation
of policies and procedures for the
following: appropriate
environmental conditions; handling
and maintenance procedures for
storage, exhibition, packing,
Bookdrops can be very damaging. ~ transport, and use; integrated pest
management; emergency
preparedness and response; and

reformatting/duplication. "2

We hope that there will be new terms and ideas introduced throughout this
program which will help you understand collections care. For clarification of
words you will encounter, a glossary has been created, drawn from a variety of
sources. In addition, other vocabularies, glossaries, and dictionaries are
available online (such as "Bookbinding and the Conservation of Books: A
Dictionary of Descriptive Terminology," by Matt T. Roberts and Don
Etherington), at Conservation Online. Much of the printed literature includes
abbreviated glossaries that you may find helpful.

Where do | start?

Convincing others of the importance of
preservation can be a challenging process.
Deterioration happens slowly over a long period
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of time and is not immediately obvious,
especially if it is due to internal vice or
environmental problems. But anyone who has
handled seldom-used books and been
confronted with flakes of yellowing paper,
knows that paper collections will not survive
unless they receive special care.

Several strategies may be helpful in

demonstrating the importance of preservation to

others. Documenting deterioration and showing

damaged materials to others can be very
effective; highlighting positive evidence when preservation actions are carried
out may also have an impact. If you are the person designated to take charge of
preserving a collection, you must become informed about preservation issues,
and keep up with recent developments in the field. Taking courses like this one
and reading preservation literature are important steps. You should try to share
preservation information with your colleagues in a non-threatening way—so
that they do not resent the "preservation police!"

One way to begin addressing preservation problems within an institution is to
conduct a survey. The purpose of a general needs assessment survey is to
identify hazards to the collection overall and to help preserve materials using
preventive maintenance strategies. For example, this type of survey examines
building conditions, storage and handling procedures, disaster preparedness,
and policies that impact preservation. A formal report is then prepared which:

e identifies hazards to the collection;

e identifies actions required to help ensure the long-term preservation of
collections; and

e prioritizes the needs of the collections and identifies steps necessary to
achieve required preservation actions.

Please refer to the section below entitled "Sources of Information” for a list of
general preservation resources, both in print and online. Note that many of the
professional associations are very active, providing training for their members
and producing or publishing preservation literature. You should consider
exploring local, regional, national, and international organizations to see what
preservation resources they offer for your type of collection or institution.

What is involved in preserving collections?

As a first step, an institution should develop a
clearly defined mission statement and
collecting policy. When resources are
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limited—as they often are—it makes most
sense to concentrate preservation efforts on materials that serve the real needs
and mission of an organization. Look critically at materials that may have been

gathered haphazardly and decide whether they really belong in your collection.
Once this has been done and preservation needs have been identified, you will
need to set priorities for preservation action. Unfortunately, preservation needs

usually outnumber available resources.

It is important to keep in mind that few institutions have the time or the money to
meet every preservation and conservation need for their collection. When
resources are limited, choices may have to be made amongst preservation
activities. Every institution with collections of enduring value should have a
preservation plan that weighs the needs of the collection against institutional
resources and provides a list of priority preservation actions. Setting priorities
will be covered in Lesson 8 of this course.

Several areas of activity will make up a preservation program for your
collections. Even a small repository—or a private collector—can undertake such
a program. Introduced here, these activities will be discussed in more detail in
later sessions of this course. They are:

e Environmental Control—providing a moderate and
stable temperature and humidity, and controlling
exposure to light and pollutants.

e Emergency Preparedness—preventing and responding
to damage from water, fire, or other emergency situation.

e Security—protecting collections from theft and/or
vandalism.

e Storage and Handling—using non-damaging storage
enclosures and proper storage furniture; cleaning
storage areas; using care when handling, exhibiting, or
reformatting collections.
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e Reformatting—reproducing deteriorating collections
onto stable media to preserve the informational content,
or the originals are fragile or valuable and handling
should be restricted.

o Conservation Treatment—treating individual objects,
using the services of a trained conservator.

It is helpful to keep in mind that the goal of preservation is to ensure a long and
useful life for an entire collection. Preservation should not be limited to the
treatment of a few select items. The most cost-effective way to establish
longevity is to prevent or retard deterioration.

SELF-TESTING QUESTION
Which of the following activities can be considered
"preventive care"? Select all that apply.

I~ Implementing closing procedures that include shutting off
small electrical appliances.

[~ Installing a space dehumidifier in a basement storage area.
| Cataloging and indexing unprocessed holdings.

| Buying a powder-coated map cabinet to properly house

oversize maps.
Submit |

Who should be responsible for preservation?

The care of collections is no longer considered to be solely the responsibility of
the conservator, as was once the case. Much can and should be done by
collection managers and custodians, guided by published resources and
advice from preservation professionals.
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While some large institutions have a separate
preservation administrator (or even a separate
department), if you are responsible for preservation
in a smaller institution, it is likely that preservation
will be only one of many "hats" that you wear. You
should try not to be discouraged by the scope of the
preservation problem, but try instead to break tasks
down into manageable projects that can be
completed in a reasonable amount of time. This will
give you a sense of accomplishment.

Remember that if preventive preservation is to be effective, it must become part
of all activities within the organization. Part of your job will be to make your
colleagues aware of their roles in the preservation program.

Preservation should be a part of all activities including, but not limited to:

e acquisition (use of non-damaging spine labels, etc.)

¢ binding (use of archival materials and non-damaging binding techniques
that allow the book to open completely, etc.)

e shelving (storing oversized books flat or spine down, using proper
bookends)

e photocopying (using a "edge" photocopier with an edge platen and being
careful not to damage the spines of books), and

o exhibition (supporting collections properly and using non-damaging
exhibit techniques, etc.).

In other words, preservation should not be an "add-on" activity--rather it must be
an integral component of the day-to-day operations and responsibilities in every
department, office, or division. Think for a moment about the people in your
institution who have responsibilities that affect preservation of
collections--perhaps without being aware of them. What are those
responsibilities? How could you work with them to improve procedures?

One of the most important steps an
institution can take is to support ongoing
education and training of staff members with
preservation responsibilities, and to provide
the time needed to carry out these
responsibilities. Some preservation projects
such as weeding and shelf maintenance do
not require a large investment in equipment
or supplies, but they do require a
commitment of staff time; also needed are
knowledge of preservation principles and
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proper procedures for care of collections. An

investment in training and time for those who

carry out preservation activities will serve to extend the useful life of the
collections.

1AIC. "AlC Definitions of Conservation Terminology," in Directory, 1999.

21pid.

ASSIGNMENT

Check out some of the online preservation information
resources available on NEDCC’s Web site, as well as the
other preservation Web sites listed below. Explore the links
and see what else you discover that interests you. Bookmark
those you would like to return to, perhaps organizing them in
your "Favorites" file.

Sources of Information

This short bibliography has been prepared as a general resource for those who
are relatively new to the field of preservation. The list is not exhaustive. Rather,
it is intended as a place to start exploring a range of preservation problems and
issues.

Printed Resources

Bachmann, Konstanze, ed. Conservation Concerns: A Guide for Collectors and

Curators. Washington, D.C.: Smithsonian Institution Press, 1992.

Canadian Conservation Institute. Framework for the Preservation of Museum

Collections. Wall chart (25" x 36 1/4", 63.4 cm x 92 cm) - $20.00; laminated wall

chart - $45.00. Can be ordered using information at the CCI Web site.

Clapp, Anne F. Curatorial Care of Works of Art on Paper. New York: Lyons and
Burford, 1987.

DePew, John N. A Library, Media, and Archival Preservation Handbook. Santa
Barbara, CA: ABC-CLIO, 1991.

Greenfield, Jane. The Care of Fine Books. New York: Lyons and Burford, 1988.
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Long, Jane S., and Richard W. Long. Caring for Your Family Treasures.
Washington, DC: Heritage Preservation, 2000.

Ogden, Sherelyn, ed. Preservation of Library and Archival Materials: A Manual.
3rd ed. Andover, MA: NEDCC, 1999.

Ritzenthaler, Mary Lynn, Gerald Munoff, and Margery S. Long. Administration of
Photographic Collections. Chicago, IL: Society of American Archivists, 1984.

Ritzenthaler, Mary Lynn. Preserving Archives and Manuscripts. Chicago, IL:
Society of American Archivists, 1995.

Schnare, Robert E. Bibliography of Preservation Literature, 1983-1996.
Maryland: The Scarecrow Press, Inc., 2001.

Society of American Archivists. Donating Your Personal or Family Papers to a
Repository. Chicago: SAA, 1994. SAA Brochure. $20.00 U.S. for 50 copies.

Online Resources

American Association of Museums
WWW.aam-us.org
The professional organization for museums. A good resource for publications.

American Institute for Conservation

palimpsest.stanford.edu/aic

The professional association for art conservators. Located at 1717 K St., NW
Ste. 200, Washington DC 20006, tel. 202/452-9545.

American Library Association

www.ala.org

The professional organization for librarians. Has an extensive publications
catalogue. Preservation activities take place in PARS (the Preservation and
Reformatting Section) within its ALCTS (Association of Library Collections and
Technical Services) Division.

Association of Research Libraries

www.arl.org

A membership organization composed of the libraries of North American
research institutions.

Canadian Conservation Institute

http://www.cci-icc.gc.ca/html/

A federal organization whose purpose is to promote the proper care and
preservation of Canada's moveable cultural property, and to advance the
practice, science, and technology of conservation. CCl produces many useful
preservation publications.
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Conservation Online

palimpsest.stanford.edu

The place to start for preservation information and links to preservation Web
sites. Also contains the archives of the Conservation DistList online
preservation discussion group.

Council on Library and Information Resources

www.clir.org

Fosters collaborative approaches to preservation and access issues facing
libraries and archives, with a special emphasis on the challenges posed by
technology. Produces excellent publications, many available online in full-text.

International Federation Of Library Associations & Institutions

www.ifla.org

IFLA’s Core Programme for Preservation produces many useful publications.
Select "Activities and Services" from the Home Page to locate core Activities.

Library of Congress Preservation

www.loc.gov/preserv

LC’s Web site provides information about its preservation program, including
preservation leaflets, and its extensive digital collections and programs.

National Archives and Records Administration

Archives and Preservation Resources

www.archives.gov

This Web site provides some useful online resources, including information on
holdings maintenance for archives.

New York State Archives and Records Administration
www.archives.nysed.gov

"SARA" has a number of interesting and useful publications on collections
organization and care available online.

Northeast Document Conservation Center

www.nedcc.org

Site includes online preservation manuals, suppliers and services lists, and
resources for emergency response. Sources of Information has links to other
resources.

Research Libraries Group

www.rlg.org

A pioneer in cooperative preservation activities, its preservation program has
produced microfilming guidelines and currently sponsors various working
groups on digital imaging.

Smithsonian Center for Materials Research and Education
www.si.edu/scmre/
See specifically "Guidelines." n.d., at
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http://www.si.edu/scmre/takingcare/quidelines.htm (July 6, 2001), which
provides broad guidelines and strategies for artifact and collections care,
including care of specific types of museum collections. See also SCMRE’s
Research, Libraries and Archives Conservation Task Force at
http.//www.si.edu/scmre/relact/relact.htm, for online examples of survey forms,
guidelines, video scripts, graphic illustrations, articles, etc.

Society of American Archivists

www.archivists.org

The professional organization for archivists. Another good resource for
preservation publications. Provides links to regional, state, and local archival
organizations in the United States and Canada.

SOLINET Preservation Services

www.solinet.net/presvtn/preshome.htm

Their mission is to maintain long-term, cost-effective access to information
resources. Field Services offer excellent full-text leaflets and articles on
preservation, as well as some extensive and current bibliographies.

Periodical and Serial Publications

(The following are excerpted from the NEDCC Technical Leaflet, "Preservation
Planning: Select Bibliography" by Debra Saryan, Librarian, Northeast
Document Conservation Center)

Abbey Newsletter. Ellen McCrady, ed. 7105 Geneva Drive, Austin, TX 78723.
palimpsest.stanford.edu/byorg/abbey/

Source of timely information on preservation and conservation subjects,
including bookbinding, commercial binding, educational programs, supply
sources, and news. Especially useful are book reviews, and thorough listings of
relevant publications from a wide range of sources. Essential reading for
anyone concerned with preservation and conservation issues.

American Association of State and Local History Technical Leaflets.
http://www.aaslh.org/leaflets.htm

A series of leaflets providing up-to-date technical information of interest to
historical agencies and museums. Covers a very wide range of subjects, from
general administrative issues to management of local government records,
landscaping, care of textiles, and oral history. Catalog available online.

Professional Resources Catalog. Society of American Archivists, 527 S. Wells
Street, 5th floor, Chicago, IL 60607-3922.
www.archivists.org/catalog/catalog/index.html

Excellent resources for those with archival responsibilities. The Basic Manual
Series, published in the 1980s, describes and illustrates basic archival
functions such as accessioning, appraisal, arrangement and description,
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reference and access, security, reprography, and conservation. The Archival
Fundamentals Series, in production since 1990, updates and expands upon the
earlier series.

CCI Notes. Canadian Conservation Institute, National Museum of Canada,
1030 Innes Road, Ottawa, Ontario K1A OM5 Canada,
www.cci-icc.gc.ca/frameset_e.shtml. Select "The Bookstore" to locate CCIl Notes
and other publications. Hard copy only. A series of topics to offer practical
advice about issues related to the care, handling, and storage of cultural
objects.

CLIR Publications. Council on Library and Information Resources, Commission
on Preservation and Access, 1755 Massachusetts Avenue, NW, Suite 500,
Washington, D.C. 20036-2188, (202) 939-4750, info@clir.org, www.clir.org.
Includes a section with preservation and access related articles; focus is on
digital initiatives. Issues are available online. See especially CLIR Issues and
the Reports.

Conserv-O-Gram Series. National Park Service, Curatorial Services Division,
Harpers Ferry, WV 25425.
http://www.cr.nps.gov/imuseum/publications/conserveogram/conserv.html
Leaflets designed for use by the staff of national parks and museums provide
detailed instruction as opposed to broad guidelines. Address environment,
housekeeping, storage and handling, and health and safety, among other
subjects. Cover objects of various types, biological specimens, and paper. Fiels
are in .pdf format.

National Center for Preservation Technology and Training (NCPTT) Notes. NSU
Box 5682, Natchitoches, LA 71497, www.ncptt.nps.gov.

Provides information relative to the field of preservation and conservation in
technology, education, and ftraining.

Reqional Alliance for Preservation (RAP).
A cooperative project to share preservation training resources. RAP Website,
www.rap-arcc.org.

Spec Kits. Association of Research Libraries. Executive summaries are
available online at arl.cni.org/spec/index.html. Series devoted to library
management issues, many of which relate to preservation. Each kit contains
charts and documents gathered from various institutions that deal with the kit
topic. Subjects include collection analysis, preservation organization and
staffing, and exhibits.

http://www.nedcc.org/pl01cs/lessonl.htm
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In Lesson One we learned that preservation refers to those activities that reduce or prevent
damage to collections, so that their life expectancy will be extended. You learned a bit about
why collections deteriorate and what is involved in preserving them. You are probably already
asking yourself several questions: "There's so much to do-where do | start, what do | do, and
how do | decide what preservation activity is most important?" All of these questions and
more will be addressed during the next few weeks, but this lesson poses another question that
you may not have thought of: "Why am | preserving these collections?"

In planning for preservation, we must always remember that the ultimate reason for
preserving historical collections is to make them available for the use and enjoyment of
generations to come. All of our collections may be housed in archival boxes, stored in a
moderate environment, and protected from disaster, but if they are not accessible to users,
then we have neglected a basic responsibility. We must evaluate our collections (to insure
that our collecting is focused, since no one has the time or resources to save everything),
organize them (so that information can be easily located with minimal handling of the
materials), and assist researchers in using them (while insuring minimal damage and
keeping materials secure). Archivists, who are traditionally responsible for the care of
historical records, have developed a number of procedures designed to facilitate both access
and preservation. We will consider these in detail, but first...

Definition of Terms (or, What Is An Archivist, Materials that are well organized
and described can be readily
Anyway?) accessed by researchers.

The Society of American Archivists defines archives as:

"the non-current records of individuals, groups, institutions, and governments that contain information of enduring value."1

You may have also heard the term "archives and manuscripts.” This usage arises out of the two historical traditions that came together
to form the archival profession-the public records tradition and the historical manuscripts tradition. The former originated with the
earliest American settlers and saw the maintenance and preservation of local and national governmental records as a means of
ensuring the legal rights of citizens. The latter arose in the late 18th and early 19th century, focused at first on preserving the private
papers of important individuals who had contributed to the establishment of the United States (this effort involved both collecting
records and editing/publishing records to insure that information would not be lost to accident or disaster). Early historical manuscript
collections were sometimes artificial collections of individual documents with literary or historical value that were brought together
from different sources.

Theoretically, archival institutions might be termed either "archives" or "manuscript repositories" depending on what they collect and
how they acquire it. An archives traditionally cares for the historical records of the organization or institution of which it was a part,
acquiring material by law (in the case of governmental records) or through policies set up by the organization or institution. Manuscript
repositories, on the other hand, traditionally collected personal papers, artificial collections, and records of other organizations, with the
materials being acquired by deed of gift or other legal contract. In practice, this distinction sometimes holds true, as in the case of a
corporate archives or a church archives-but there are also many archives that collect both archival records of their own organization
and personal papers and records of other organizations (even the National Archives has a collection of donated personal papers, and
university archives also often include related manuscript collections). Hence SAA's broader definition of the term "archives," with
which we opened this section.
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Before we move on, a word about archivists' relation to other professions
concerned with preservation of historical collections. Archivists, librarians,
records managers, museum curators, and historians have much in
common, but there are important differences among them as well. Like
archivists, librarians collect, preserve, and make their collections
accessible, but they deal primarily with published items that are not unique;
archivists deal with one-of-a-kind materials. Records managers and
archivists often work with similar types of material, but records managers
deal with large numbers of records that are retained only for a limited time;
archivists work with the small subset of records that merits long-term
retention. Museum curators deal with different types of collections than
archivists-three-dimensional objects as opposed to paper, magnetic
media, film, and electronic records (although in practice many historical
societies and history museums have responsibility for both types of
collections). And finally, historians work closely with the records in doing
historical research, but are not generally concerned with management of records (although conversely, a large number of archivists do
have historical in addition to archival training).

While the term "records" has traditionally referred to paper documents and record books, in fact archival collections often include
photographs, architectural drawings and plans, prints and drawings, scrapbooks, ephemera, maps, video or audio tapes, films, and
most recently, electronic records. But whatever the type of record, the archivist's task is to "identify records that have continuing

usefulness, preserve them, and make them accessible through time."2 Archivists carry out a number of tasks designed to facilitate
both access and preservation-1) identification and acquisition; 2) appraisal; 3) arrangement and description; and 4) reference service.
So let's move on to a detailed consideration of how an archivist would manage a historical collection.

Initial Planning

In the ideal world, you will devise a basic statement of your repository's
mission and collecting goals before actually identifying and acquiring historical
collections. This statement may be short or extensive, depending on the size of
your repository and the circumstances. In repositories such as public libraries
or museums where archival collections (e.g., a local history collection or a
museum archives) are part of a larger institution, it is helpful to prepare a
separate statement for the archival materials, since they need to be managed
differently from books or museum objects.

Your mission statement should articulate in general terms the purpose of the
collection's existence (usually to collect and make available historical
resources of varying types). What types of people and activities do you wish to
document? What geographical area will you concentrate on? Will you focus on
documenting a particular subject area, or a number of subjects? Will you
collect materials relating only to your institution (e.g., a school or a church), or
will you also collect related materials? The collecting policy should indicate in
more detail the desired scope and depth of the collection, identifying particular ;
subject areas and formats to be collected (e.g., books, manuscripts, Jfolders, andfor boxes.

photographs, recordings, etc.) and potential user groups (e.g., genealogists,

local school children, professional researchers, etc.). Will you collect only books and manuscripts, or also photographs, sound
recordings, etc.? Will you acquire materials only by donation or will you also purchase them? Who is your audience? Do you anticipate
that local school children, genealogists, or professional researchers (or all of them) will be using your collections?

Processing should also include replacing old
enclosures with archival quality envelopes,

Your mission and collecting policy will assist you in adding materials to your collections in future and deciding whether or not to accept
collections that may be offered to your repository.

Identification, Appraisal, and Acquisition of Historical Records

Identification

The next task of the archivist is to identify records that might potentially be of interest. Note that this does not necessarily mean they

will actually be acquired-it is simply an information-gathering process. The archivist will physically examine the records and ask a
number of questions. What are the records? Who produced them? What dates do they cover? How much material is there? Where is
it? What condition is it in? Are they in a particular order? In the context of an institutional archives, these questions often take the form of
a records survey, where records are examined in their original location to determine whether they should be transferred to the
archives.

Appraisal

Once records have been identified, the archivist must decide what records will be acquired. Archivists call this decision-making
process appraisal. Note that this use of the term has little to do with the work of a professional appraiser (who would place a monetary
value on historical books or other items). WWhile monetary value may be one of many considerations, archival appraisal is ultimately
the process of setting an intellectual value on collections. Since no one has the time or resources to save everything, archivists must
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develop a means of deciding which records have long-term research value and which do not. Appraisal has been the subject of a great
deal of research in recent years, and there are various appraisal criteria and tools available in the literature. Although appraisal
remains essentially a subjective process, it is important to try to develop guidelines for your repository so that decisions can be made
as consistently as possible.

Many archivists find it useful to create an appraisal checklist as a yardstick against which potential acquisitions can be measured. This
checklist will be different for every repository, but some general guidelines for appraisal can be set forth. Certainly the first place to
start is with the repository's mission and collecting goals-does the collection being considered fit those goals? Does it document
people, activities, or areas with which you are concerned? How do the records relate to other materials you already have? Would they
complete a gap or provide additional information on an important topic? What types of value might the collection have? Most archivists
follow, at least in a general sense, the guidelines for value established by T.R. Schellenberg at the National Archives in the mid-1950s
(his article is referenced in Further Sources). On the most basic level, Schellenberg distinguished between primary value and
secondary value. The primary value of records is for the organization that created them, to assist in carrying out its administrative,
financial, legal, and operating activities. Records may also have value to other organizations and/or private researchers (secondary
value), and it is for this reason that they are preserved in archives. Schellenberg defines two types of secondary value: evidential value
and informational value. Note that these two types of value are not mutually exclusive-a record may be valuable for both evidential and
informational purposes.

Evidential value refers to the value of records in documenting the organizational structure and functions of the institution, or the
activities of the individual, that created them. Who created the records? Do they accurately reflect the activities of the organization or
person? Do the records provide evidence of the structure and policies of the organization or institution, or evidence of the changing
interests of the person? In the case of an organization, are these records also maintained (in a similar or different form) elsewhere
within the organization? Do the records reflect policy-making or implementation of functions?

Informational value refers basically to the subject content of the collection-information contained in the records about persons, events,
places, etc., with which the institution or person dealt. Schellenberg sets forth three means of judging informational value: uniqueness,
form, and importance. If records are to be termed unique, the information in them must be more complete and useful than that found
on this topic in other existing sources, whether public or private. The records should also not be duplicated elsewhere, an occurrence
that is fairly common in modern public records. In considering the form of the information, records that provide concentrated
information (e.g. some information about many people, as in census records; or in-depth information about a few people, as in case
files) are the best candidates for retention. The form of the record is also important-can it be accessed and understood easily by
researchers? Finally, Schellenberg addresses the issue of importance for long-term scholarly and public research. This type of value
is difficult to determine-who can say what researchers of the future will find useful? Certainly the archivist must acquire as much
knowledge about the subject of the collection and current research interests as possible. The needs of both professional historians and
those researching family or local history must be considered. Archivists generally try to document those subjects, people, and events
that are considered important by the society within which the records were created.

If you begin to read in the archival literature, you will encounter other types of value. Some other common terms include administrative
fiscal, and/or legal value; intrinsic value; and historical value. Administrative, fiscal, or legal value refers to the ongoing business value
(whether for operational, financial, or legal activities) of the records to the organization or institution that created them. Schellenberg
called these values primary values, but some modern archives textbooks, such as Keeping Archives, also designate them as types of
evidential value. Most often, materials are not transferred to an archives until they have lost their primary values, but in the case of a
private or corporate archives, records (such as architectural plans of existing buildings) may continue to be used for current
administrative purposes long after their transfer to the archives.

Intrinsic value refers to records that have value in their original form for various reasons, and thus the original must be maintained.
This may be because of their age (in general, older records have more significance, but this is not always the case), because the
records have a unique physical form or aesthetic quality, because the records are directly associated with people or events of historical
significance, because they might be useful for exhibition, etc. Historical value is a term that is used in many different ways; it might
refer to materials that are valuable because of their age or association, or it might be used to encompass both evidential and
informational value.

Finally, remember that practical issues must be considered during the appraisal process-if you acquire records, you are accepting the
responsibility to organize, preserve, and provide access to them. Are the records duplicated or maintained in another form elsewhere?
Are the records complete? Fragmentary materials can be frustrating for research. Is the collection of manageable size for your
resources? Are the records in a format that you are prepared to collect and care for? Do they need to be retained in their original form,
or could they be reformatted (e.g., onto microfilm)? Do the records contain confidential information that would need to be restricted?
Would the donor require additional restrictions on the use of the records? What is the condition of the records? Can you afford to do any
necessary preservation work?

For additional perspectives on appraisal, see Selecting and Appraising Archives and Manuscripts, by F. Gerald Ham, and the chapter
on "Appraisal and Disposal" in Keeping Archives, edited by Judith Ellis. For discussions of intrinsic value see Conserve O Gram 19/1,
"What Makes a Book Rare?" and "Intrinsic Value in Archival Material", NARA Staff Information Paper Number 21. For more
definitions of terms, see SAA's A Glossary for Archivists, Manuscript Curators, and Records Managers; the glossary in Keeping
Archives; the glossary in CRM Online, Volume 22, No. 2; and the online glossary available at NARA. All sources are referenced in
Further Sources below.

Acquisition

Acquisition itself involves both physical and intellectual transfer of the materials to your repository. If
you are acquiring records created by an organization or individual outside your own, you will need to
have legal ownership of the records themselves (as objects) transferred to you through the use of a
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deed of gift form. If possible, legal ownership of the intellectual content should also be transferred,
but this is sometimes problematic. You also need to take care that physical transfer of the records is
carried off without losing or mixing up the records-not necessarily as easy as it sounds. The
oft-quoted maxim is that, for destruction of records, "three moves equals a fire!"

But now you are asking, what about those collections you already have? What about the records that
have been accumulating in the attic of the library over the course of 20 years or so? What about the
materials that were donated by an important benefactor that you are not sure are relevant? Are you
obligated to keep them? Absolutely not! Once you have created your mission statement and
collecting policy, you can use those and your appraisal checklist to look critically at the collections
that have accumulated over the years. You should identify those that do not serve the mission of your
repository. These should then be deaccessioned or donated to other repositories as appropriate.
This in turn allows you to concentrate your